rann N g

Eosttaam ¥ _ : : é??ggAqﬁmegy

: 7
i \ ' Approved For Rele‘@a 2002/05/09 : CIA-R 399R00u0040142 0

2) - “ ' 13 AugusTt 1965

MEMORANDUM FOR: AssisTant DeEPuTY D;RECTOR ForR PLANS

-

SUBJECT t RevistioN oF TD ForMmAT AND PROCESS ING PROGEDURES

THis MEMORANDUM CONTAINS RECOMMENDATIONS SUBMITTED FOR YOUR APPROVAL. - SucH RECOMMENDATIONS

ARE CONTAINED IN PARAGRAPH 6, . A CT
1. . PROBLEM:

To REDUCE COSTS AND TO EXPEDITE THE DISSEMINATION AND DELIVERY OF CLANDESTINE SERVICES
CABLED FIELD REPORTS IN THE. TD SERIES,

w

2. AS5SUMPTIONS:

As A SHOWING OF SIGNIFICANT SAVINGS IN TIME OR MONEY WOULD JUSTIFY REVISING THE TD FORMAT
AND PROCESSING PROCEDURES,

Be A TD FORM THAT MEETS THE STANDARDS AND REQUIREMENTS OF THE CLANDESTINE SERVICES COULD
BE DESIGNED IN "HEADERY s1zZE, 25X 1

€. .ORIGINATORS COULD PREPARE CABLED FIELD REPORTS IN A PRESCRIBED MANNER THAT ELIMINATES
NEEC FOR REFORMATTING AT HEADQUARTERS. THIS WOULD BE A MINOR VARIATION OF THE PRESENT [::]

25X1 |

D, - COMMUNICATIONS PERSONNEL COULD PREPARE CABLED FIELD REPORTS IN SUITABLE FORMAT,

Ee  SIGNAL CENTER COULD PRODUCE MACHINE=~TYPED MASTERS FOR CABLED FIELD REPORTS, AS THEY ARE
NOW DOING FOR OTHER CABLES, AND TD'S COULD BE REPRODUCED BY AFFIXING A "HEADERY TO THESE MASTERS.

3. - FACTS BEARING ON THE PROBLEM:

¢ THE CABLE SECRETARIAT 15 CHARGED WITH FINDING WAYS AND MEANS TO HANDLE SUBSTANTIALLY

INCREASED NUMBERS OF CABLES WITHOUT A CORRESPONDING, IF ANY, INCREASE IN PERSONNEL. THIS,
AND THE RESPONSIBILITY FOR PROCESSING CABLES QUICKLY AND ECONOMICALLY, DICTATES THAT EVERY
STEP BE EXAMINED THAT MIGHT IMPROVE CABLE SECRETARIAT EFFICIENCY AND REDUCE COST WITHOUT
DETRACT!NG FROM THE SERVICE PROVIDED, ;

Be WHILE THE CABLE SEcRETARlAT 1S NOT SPECIFICALLY CHARGED WITH THE REFORMATTING OF CABLED
FIELD REPORTS ON TO TD FORMS, |T DOES S0 TO EXPEDITE CLANDESTINE SERVICES DISSEMINATION OF
CABLED FIELD REPORTS IN THE TD SERIES,

ce ErFtcienT use oF ADP EQUIPMENT AND HIGH=SPEED PRINTERS WILL NECESSITATE AN EVENTUAL
CHANGE FROM THE PRESENT TD FOoRM. THIS PROPOSAL 1S AN INTERIM STEP TOWARD ADAPTATION TO USE

oF ADP EQUIPMENT. -

»

.
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SUBJECT: Ruwision or TO Fomary axo Proctstsng PROCENURES

b, DISCUBSEION:

4, 4 MORE EFFI-IEMT ALTERRATIVE YO TG PRESENT SRACTICE OF UBINA & /LENOURITER VO
»HEPSAE MASTERS 1% TE TD FORNAY 13 AVAILADLE. © OERCRIPTION OF THE PRESENT FRACTICE,
roRETHEE WITH A ____REPRODUCED 70 BINTRIBUTION, 18 ATTACHED 43 Tam /.

8. THE FLEXOWRITEN STEP ANO THE “SASKEY FINK" IR CONNELYION WITH THAY STEF CAn OF
CLININATED @¥ CAPTURING THE TEXT OF & REPESHUTITLE MASTEX % Sramal, CLNTOR, BY STviains
THE PRERTNT TD rome 8O 1T SAN BE AFFIRED AR A eeanEN", AND BY INBTRUCTING WIS INAYORS
S PO MRUPARAT 10N OF eAM D “IEAD NEPOATE, -1 4 4 Ton B rin & DIRCRIPTION S THE PROSOSES
PROCEBUNE, TOATTHER WiTH |48 17 WOulD ST SISTRINUTES,

Ce FLYEMNATIVES COMSIDTUNT WITH RIS SADPCSED SVATEM ARC AVAILAMILE TOM WSE wata Siamag
CEMTER 18 “NABLE TO PAOVIDE ~SABLE OPY, 1.fue BOFFIGITNTLY FALE BF ZARMLES TH MELY
CLANDESTiNG SERVICES RTANDLADS "OR AFPEARMMCL. TAESE ALTERNATIVES MAY TAXE ADVANTAGE

s THME FLEXOWRITES OB GSE MAND TYPING, Y I8 ESYIMATED THAY S qomat. CIWTER Wil BE APLY

Th PRGVIBE WSABLE casY row 50 Yo TOF or CASLED FIELD RERORTR,

G. TU SISHITHMINATIONS AUSRODUCED FROM HADHINE-TYSED wASTERY Wit TO roum slipkas
ATEACHED WILL CONPANE SATIBTACTORILY 1IN APPEARAMCE WITH TRHOSE NN DEING OISTRIGUTED, 45
SwouwN Oy COMPARIBON ©F EXAMALER 1w Tass 1 aNd .

£, 1R TERME OF SAVINAS, 1T 8 EETHHYED THAT YHE CABLE TECHETARIAT TOULD SEOCENE Tidw
INDIVIfUAL REPCRY 1% ARFAGKINATELY 30 MINUTES LESR THAN AT PRESENT AKD SOULD EFFECT &
saving OF APPRORIMATELY §7,500 vtn vEAN, CuMULATIVELY, THE TiME SAvED wouLd 8L TYEM
SAEATEN. LNODR ARCEENT SRACTICT, ATSURING WE S SIX AEPORTE OR MAND ANE TWC YALROWRITERE
4 OPERATION SIMATANTOUILY, THE FINET YW ERPARTE WOUAD BE TIRIBMED IN I MINUTES, THE
TRl AWD rOUNTH 1N G0, ETC, UNTIL THE CIPTH ARD SIXYM ATFORTE WOULD BE riRISHED 1% 90
WINITER. 87 CLINIRATING THE FLEROWRITER BTEP, ANG SONSIOERING OMLY THOSL TINRS CONCERNTD
with TRE FLTXOWAITER SROCESS, THE FIRAT T RESORYE WOAD BK YINIGNED IR VWO HINGYES ANG
THE LAST YWO 1N SN MINITES.

%,  CONCAUSION:

ke THE BAVINGE 18 PRECKSEING TIME th *ul CABLE STSRLTARIAYT ANl THE REBUCTYION i CO3Y
oF PROCESBING SETITY ADAPTIRG YR PAGCTOUALN srschinto I1n Tan 8,

A, Tek Arsgananct or ™™o FINLENER BESORY PROCESAED UNDER THE MAGLEDUARE DESCRISED N

Tan B with MEEY THE STANDAAUS AND NERUIADWENTS &F TnE CraworsTint SeavicKs,
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SUSJLCT: Rewvimion or TD Famesy Ang Praceesius Prucemmen

Ga  RECUMMENDAT 10W:
o APPRON RS
&y THAT THE SROCROUNE DEICRINID 1N Tae B INCLURING THE TwANGE iy i TD romm =g .

o, Trat] Juc amgwoen to INATAUCT THE SRIGINATOR TO PARTRARE TIELO REPORTS 1N
¢ 3
YHE TRAMAT DESIONER Yo TIY THE FROCCDURT OTICRISLD 1M Tas B,

¢. THAY THE OFri0T of CNMMuMICATIONS BC ATGUEATID YO IBSUE INRTRUGYIOND T COMMUR(CRTIONS
PEASOMNEL. TO PREPART FIELD REPONTE Wit SUFTICIRNT SPACE AT DESIGNATED POINTE YO MaRY THE
rrecouRt DEscsinte 1N Tas B orEmamLE.

Camt SeemzrTany

COMCURRTNCE S ¢

Hregeg bF CoMe)CavIONs

Drngeron oF Lot miCAYIONS

SCTEON BY APPROVING ~UTWCGRITY:

L PPROVLD:

Dare

Twosss N, XARARISEINES
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DESCRIPTION OF PRESENT PROCEDURE IN THE PREPARATION
OF A CABLED FIELD REPORT

1. The eriginator in the {ield prepares the cabled ficld report iu the format

prescribed in | } glving no attestion to paging and spacing .

2. Communications personnel in the fisld prepare a tape for tranemission
much the same as for any cable, giving wo atiention to spacing that rafght
facilitate creation of reproducibie masters at headquarters.

3. Headquarters Signal Center personnel, using a teletype machine and
paper tape, produce TOT copies of the cabled report. These copies ar2 on
paper rather than the master stock used for other cables, They edit the cable
and pass TOT coples to the Cable Secretariat Duty Qificer.

4. The Cable Secretariat Duty Officer reads all cablsd reports, provides
advance copies as appraprizte, and passes the TOT copy with tape attached to
the logger. The logger maxes appropriate entrics and passes the report and
tape to the cable analyat,

5. The cable analyst determines ClA internsal dissemination, and passes
the report and tape to o flexgwriter sperator.

6. A clerk or the flexowriter operator passesz the reproducible masters
to IW. . . L~

7. IW, in addition to exercise of judgment, performs the mechanical
opsrations-of aseigning the TD namber, typing reporte headings, editing,
typing sddress symbols, and ineerting cerialn entries op the cever page
which circalates only within the Cilsndeatine Services. The complated
reproducible masters and the TOT copy are returned to Caple Secretariat
for reproduction. / ' X

Attachraente: - ,
#2 - Beproducible master typed on flexowriter (oily with originel of stady)
#3 - Cabled field report as now reproduced : S

> A

“ﬁiTT |
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DESCRIPIION UF PROPOSEL PROCEDURE IN THE PREPARATION
G A CABLED FIELD REPGRYT

i. The originator in the field will prepare the cabled fiald report in the
exact format required, lncluding dividing the essage into pages of not more
than 20 lines, each line not more than 69 characters, {Change from present
System: The originator will have te conform precisely to the designated format
to insure unifermity in TD disseminations reproduced at headquarters. He'lwill
have to mark the end of the supdata portion and begin the reports beading on a
Separate page, to assist the commaunicator in proper preparation for trans.
mission. Jixty-nine characters per line and 20 lines to the page iz a proepective
requirement for all cables,)

2. Communications personnel in the field will prepare a tape for trans- ¥
mission incorporating the instructions concerning paging and spacing as furnished '
by the originalor and as provided in communications instractions. This will
facilitate creation of reproduacible masters at headquarters. (Change from
present system: Communications personnel will insert spacing peculiar to
preparation of cabled field reporis do that paging and necessary spacing can be
accomplished automatically as the cable is received in headquarters Signal Center.:

3. Headquariers 5.gnal Center personnel will recejve cabled field reporis
on machines londed with reproducible masgters, as they now do with other types
of Agency cabiles, They will not sdit the cable. They will pase the reproducible
maater, together with extra paper copies and tape attacked, to Cable Secretariat,
(Change from present system: Sigunal Genter receives cabled field reporis on
machines loaded with reproducible masters instead of paper, and will not edit. )

4. The Cable Secretariat Duty Officer will read 21l cabled reports,
provide advance copies as appropriate, and pess the reproducibie master with
tape attached to the logger. The logger will make appropriate entries and pass
the report and tape to the gable analyst. (Change from present sysiem: None,) :

C g

~ 5. The cable analyst will determine CIA interpal distribution and decide
whether the master will reproduce satisfactory copy. If the deciston is that the

master will;

a. Reproduce satisfactory copy, be will pass the report to & clerk to
cut iato pages and to affix “headers .

b. HNet reproduce satiafactory copy, he will pase the report and taps
to the flexowriter operator who will prepare & astisfactory reproducible
master on & form preprinted to resemble the “houder”,
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{Change from presemt sysiem: {he flexowriter operator will prepare asters
suly 1a those cases where the coaster furniahed by Signal Center {8 unsuitable
fas reproduction instead of in every instance., Far each usable mhster received
fravs sigaal Ceater, approximately 15 minutes fiexowriter time will be aaved .
~ieris wiil affix ‘headers on the usable masters. This new step, alreacy
standard practice for other cabdles, will require approximately one minute 5o
worplete, }

@, 4 clerk or the flexowriter operator will pass the reprodacivle masters j
to I¥ . (Change trom present systen. Nene.) :

7. 1%, ia addition to exercise of judgment, will periorm the mechanical
vperations of assigning the 70 number, editing, and typing address syo.bois,
1he completed reproducible masters will be returned to Cable Secretarist for
veproguciian., {Change from present system: W 'a editing funclion increases,
secause ediung lermerly done in S:gnal Center and in Cable Secretariet will not
se periormed. IW's typing load will be reduced because renporte headings wiii ,
s& inserted at the time liynal Center receives the messagze, The techaicat
YhLiries now inseried on the cover pase will no longer appear, since there is no !
ipace for then: on the header’ form,)

Sita&shonenie:
1 - Larbsan capy of reproducihle master as it will be received in
cgnai wenter {1 for orizinal study and | on OC copyl
5 & - Masier paged with header  attached {only with original of study)
“3 - Cabled field report as it would be repraduced

§
A
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